By volume (page) 

Book Reviews in italics 

COMMUNICATIONS 

Communicating on the Job: A Practical 
Guide for Supervisors, 4(33) 

Communication ... and Executive/Sec- 
retary Relationships, Dick Berry, 
10(10) 

Cost of Business Letter Rises to $3.79 
for 1975, Dartnell Corporation, 7(22) 

How to Cut Costs and Improve Service 
of your Telephone, Telex, TWX, and 
other Telecommunications, 4(33) 


CERTIFIED PROFESSIONAL 

SECRETARY 

Capstone, 8(13) 

Certified Professional Secretaries Total 
8,713, Dr. Herman F. Patterson, 
7(20) 

CPS Mini Quiz, 1(28), 2(36), 4(31), 
6(40), 7(42), 9(34), 10(28) 

CPS Progress, 1(32), 3(37), 4(36), 5(50), 
6(44), 7(48) 

Errors Frequently Encountered in Grad- 
ing Part V 1975 CPS Examination, 
Dr. Lillian H. Chaney, 8(38) 

Focus, 8(44), 9(31) 

How to Pass the CPS Exam Without 
Really Crying, Manoi Adair, CPS, 
1(20) 


EMPLOYMENT 

Are You Really Making the Best Job 
Choice?, Patricia A. Skinner, 3(10) 

Manage Your Way Up by Speaking Out 
on A Job Interview, Charles E. Ko- 
zoll, 7(14) 

What’s Your Position on Career Man- 
agement?, Ellie Goodwin, 6(12) 


GOVERNMENT, POLITICS AND 
WORLD AFFAIRS 

Be Positive about Politics!, 1(7) 

Political Science (POY), 1(6) 

Public and World Affairs... Secretaries 


1975 INDEX 


Should Get Involved, Freda L. Pal- 
tiel, 10(18) 
What’s Your Political I.Q.?, 1(6) 


GRAMMAR & USAGE 

Word Watching, Sarah Montoya, CPS, 
More Words about Words, 1(12), 
Good News, Bad News, 2(25), Ros- 
es and Razzes, 3(16), Women’s Lit, 
4(28), More Words of One Syllable, 
5(10), Answers to Hard Questions, 
6(36), And I Quote, 7(38), Voice 
Vote, 8(8), Organized Confusion, 
9(24), Cognates and Quasi-Cognates, 


10(14) 


HUMAN RELATIONS 

Making Friends ... a Positive Approach, 
Steward Marsh, 10(6) 

Manage Your Way Up Through, Charles 
E. Kozoll, Consistent Response, 
1(10), Controlled Humor, 2(16), 
Gossip Control, 3(14), Restraint and 
Self-Awareness, 4(12), Enforcing 
Confidentiality and reader respons- 
es to Gossip Control, 5(14) 

Secretary on the Spot, with the idea 
confiscator, 1(25), with janitorial 
duties, 2(28), with a generous and 
forgetful boss, 3(30), with the wom- 
an-chaser, 4(30), with the luncheon- 
ers, 5(46), with the unemployed, 
6(30), with the breaking in the new 
executive, 7(41), with the relaxed 
dress codes, 8(40), with the ‘‘new’’ 
lifestyle boss, 9(28), with the absent 
executive, 10(16) 

Shaking the Blues, Wanda Buford, 
1(22) 

What to do When the Boss Quits ... 
the secretary’s dilemma, Anita M. 
Schoff, CPS, 9(10) 


MANAGEMENT 
A Guide to Effective Management, 2(29) 
The Management Function ... the sec- 


retary’s involvement, Barbara R. 
Crump, 10(8) 

Manager Today, Executive Tomorrow, 
1(26) 

Office Space Administration, 1(26) 

Weapons Against ‘‘Time-Eaters,’’ Alan 
Lakein, 8(26) 


MISCELLANEOUS 

The Air Taxi Directory, 7(44) 

The Art of Public Speaking — Secrets 
of the Great Orators & Leaders, 
6(39) 

Artyping in Color, Addie S. Batong- 
malaque, 5(26) 

Consumer Complaint Guide 1975 , 7(44) 

51% and Twelve Like You, 1(27) 

The Link Between the Inventor and In- 
dustry, 7(45) 

The Management of Change, 1(26) 

Postmarked, 1(26), 3(27), 6(38), 7(44) 

Waste Not, 5(6) 

Your Office is You, Ruth E. Chase’ 
1(21) 


NSA 

Association Headlines, 1(34), 2(38), 
3(38), 4(37), 5(52), 6(46), 7(49), 
8(46), 9(37), 10(31) 

Candidates for International Board of 
Directors, 5(34) 

FSA Scholarship Winner and Candi- 
dates, 6(34) 

NSA Grows Internationally, Angeline 
Krout, CPS, 9(17) 

Pride in NSA’s Heritage, M. Ursulle 
Gallerani, CPS, 6(6) 

Pride: Nation, Secretaryship, Associa- 
tion, Frances B. Jakes, 7(34) 


NSA INTERNATIONAL 
CONVENTION 

1976 Houston, 8(11) 

1975 Montréal, 2(30,31), 3(21), 4(20), 
5(28,29&31), 6(24), 7(26,31,32& 
33) 
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OFFICE PRODUCTS AND 
EQUIPMENT 

Century of the Typewriter, 2(29) 

How to Get the Most From Your Of- 
fice Equipment, Bjorn Lowenhielm, 
3(12) 

A Secretary’s Guide to Paper Specifica- 
tion, Benjamin J. Sullivan, 9(6) 
Recognition Equipment’s Word Process- 

ing Center, 4(14) 

The Secretary Mart, 1(30), 2(34), 3(34), 
4(34), 5(48), 6(42), 7(46), 8(42), 
9(32), 10(26) 


RETIREMENT 
Expansion Site — Vista Grande Retire- 
‘ment Center 5(8) 

Expansion Groundbreaking Ceremonies 
at Vista Grande — NSA Retirement 
Center, Fran Riley, 6(32) 

Retirement Rehearsal Guidebook , Elmer 
Otte, 1(27) 

Vista Grande Expansion Dedication of 
NSA Retirement Center, Fran Riley, 


10(2) 
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SECRETARIAL PROCEDURES 
Achieving Professional Quality in Your 
Work, Mary Joy Breton, 7(10) 
Addressing, Mailing — No Hassle, 

1(16) 

Copy Control at Canada’s T. Eaton Co., 
Ltd., Joseph Sistili, 6(20) 

Filing Facts for Factory and Office, 
2(29) 

How to Make an Airline Reservation, 
(29) 

Mail it Right (film), 7(45) 

The Modernized Metric System ... Ex- 
plained, 6(38) 

Organize Your Supervisor Better, Alan 
Lakein, 7(6) 

Success is Nearer Than You Think, 
Stephen A. Finch, 1(14) 

Tape Cassette Secretarial Courses , 6(39) 

10 Basic Steps to Better Mail Service, 
Dorothy Hagen, 9(26) 

The Secretary and MBO, Rita Sloan 
Tilton, 3(6) 

The Secretary’s In-Basket, Dr. Lillian 
H. Chaney, 5(17); Part V of 1975 
CPS Examination, 8(32) 

Solving Business Problems on the Elec- 
tronic Calculator, 6(39) 

Statistical Methods for Secretaries, Ed- 
ward G. Thomas, 6(8) 

Thinking and Acting Under Pressure, 
Charles E. Kozoll, 6(14) 


SECRETARIAL PROFESSION 

Can You Climb the Corporate Ladder 
in a Skirt?, Arthur Dooley, 2(23) 

Education for Secretaries — More Than 
Typing and Shorthand, Lilliam M. 
Adams, 4(8) 

Excellence: Our Goal, Frances B. Jakes, 
5(33) 

First American Secretary, Vera E. 
Brinck, 3(19) 

On Secretaries and Executives, Charles 
J. Milazzo, 3(18) 

Profile of the NSA Member (survey), 
8(6) 

A Proposed Computer Course for Future 
Secretaries, Dorothy S. Webster, 
CPS, 3(33) 

Secretaries Urged to Open More Doors 
by Public Speaking, L’ Honorable 
Jean-Luc Pepin, 7(24) 

Secretaries Week, Secretaries Day: Sec- 
retaries ... Minding Everybody’s 
Business Everywhere, 4(6) 


Shortage of Shorthand Secretaries, Ma- 
rie A. Tomko, 7(40) 

Shorthand Skill is Not Becoming an 
Archaic Job Requirement, Frances 
B. Jakes, 9(14) 

Status of the Secretarial Profession 
Around the World (panel), 9(20) 
The Secretary in 1975: Change and Chal- 
lenge, April von Gymnick, 2(10) 


SECRETARIES 

American Secretary in Athens — Katie 
Tchaconas, Helen Schultz, 3(28) 

‘*Hello’’ from ASA, Aruba, and 
Antilliaanse Secretaressen Vereen- 
iging, Curacao, Nederlandse An- 
tilles, Mariette V. Coffman, 1(18) 

1975 International Secretary of the Year 
Contest, 7(28) 

My Memorable Year as International 
Secretary of the Year, Kitty Clark, 
CPS, 6(26) 

Secretaries and Worlds of Fun, 5(23) 


SEMINARS 

Seminars for CPSs in 1975, 2(37) 

NSA Seminar: Decreasing Paperwork 
Costs of the Secretary/Management 
Team by 20%, 4(28) 

NSA Research and Educational Founda- 
tion Secretarial Seminars, 1(23), 
3(31) 

NSA Convention Seminars, 5(39) 


WOMEN: WOMEN’S MOVEMENT, 
EQUAL RIGHTS 

Era ... Yes!, Hope W. Piper, 2(i2) 

Era ... Yes! You are Helping!, 5(12) 

International Women’s Year, 1975, 
Shirley Englund, 2(8) 

International Women’s Year in Canada, 
Yolande Hachez, 2(22) 

The Ladies of Seneca Falls, 1(27) 

Opportunities for Women in a World 
of Change, Kitty Clark, CPS, 7(30) 

The Status of Women in the United 
States and Canada, Héléne Poliquin, 
2(14) 

What you Should Know About the Equal 
Rights Amendment, 5(12) 

A Working Woman’s Guide to Her Job 
Rights, 3(27) 

A Woman’ s Voice, 7(45) 

Women’s Struggles for Status ... Defeats 
Suffered, Victories Enjoyed, S. June 
Menzies, 8(24) 

Women’s Week, Peter J. Brennan, 7(9) 








